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WI'LIGA I IUN t U K  KtixlKUS K t  I t N  1 ION SCHEDULE 
M P A R T ~ W T O F  CIRCHIVEJ AND rORI - I 

INSTHUCTIONS: See Publication No. 76-RM-! for instructions on mrnpleting this fwrn. Forward signed original to 
Department of Archives md History, Records Management Division, 336 Capitol Avenue, Atlanta. Georaia. 30334. 
Awntian: srhedulim . ~ 

FOR AGENCY USE 1. AOsnyAddraa FPR RECORLIS MANAGEMENT USE 
ktbicstion L*te Georgia Deoartment of Education - I Office of idministrative Services. 

Daa Received Oats Completed 
Fiscal Services Division 
Grants Management Section . 
1570 Twin Towers East, Atlanta. GA. 30334 (Iep 1 4  1987- I F E B  52 

klicdtion Number 

workin0 r i a  Telephone Number 1. PnlontoConiact 

Senior Grants Administrator 656-2441 Donald L. Moore 
I. Action Rauenod  

a. 
b. 
0 Establish Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

c. Kl Amend Application No. -81 - 386 Cheekone: a Change; 0 Supercede: 0 Void 
1. h s o f h r i e a  
iarliest Latest 

5. Rnordr S.ri T i  (followed by tide ursd in offie; if d#femtt) 

1976 I to date Grants Management Contract Files 

The Grants Management Section was authorized in March 1981 as a section within the Fiscal 
Services Division to perform the function of reviewing and appryving certain contracts 
issued in the name of the State Board of Education of the State of Georgia. Grants 
Management is charged with the responsibility for contract development, review and approval 
of contracts and maintaining a centralized contract file for all contracts that have a 
monetary consideration executed by the State Board. 
processed through the Purchasing Division of the Department of Administrative Services are 
excluded since they are processed by the General Services Section. 

see attachsd m, 8/28/37 - Donald Moore to Vick ie  Oakes, and m, 2/6/87, Harrmn shith 

5. Diviiion a d  D l f i i  Function What is the function of the Division and the Offiee in which this record series i s  created, 

Those contracts which have to be 

to Mary Hall. 

'. Record Sri i  Desuiption This fik mntainr the following documents (include form numbers& tides, if any): 
Attach sampks of the fik. 

Documents relating to: The execution of Expense and Revenue Contracts 
Expense Contract: 
a service or product in return for monetary consideration. 
%a+d cbntracts with an entity (firm) to provide a service or product in return for a 
monetary consideration. 

Included are: 
Expense and Revenue Contract (any amendments thereto), and any attached exhibitcs) 
referenced in the contract. 

When an entitycperson or firm) contracts with the State Board to provide 
Revenue Contract: The State 

Routing Slip for Contract Approval or Amendments(DE Form 0903), Copy of each 

Fileisarranged: BY Contract Number assigned for the contract entered into between the 
Fiscal Year Dates July 1, 198X through June 30, 198X. 

one to six months om 30 ; Thirteen to twenty-four months old L 

I. Monthly Referma Rate How often are records referrdd to which are: 
; Seven to twelvs months old lo 10 . 

twenty-five months and older 5 7  , ~.~ 

; Legal-sin drawers 2 112 , ;*I- 
1. Annud Rate of Accumulation of Recordi 

; Other lwtxifv) 
.. . . .  P i  . *  Lettersize drawers 

. -  ;:;.- . ' . . i  , \ h  I .  . *  . ~ _  



a. Is  th is  the official cow of the soria? 
If no& where is i t 7  

1. Retention Requirements The following requires the serh to be kept: 

a. StateLaw years. d. Audit period years. 
b. Statute of limitation 6 - s .  e. Administrative need &years. 

wars. f. Federal retention inrtructionr 5 . v e a r s .  c. Federal law 

Attach copy or ex& of lam or regulations. Explain ministrative need. 
A considerable number of contract amedments are made to contracts entered into the prior 
year which means the files need to be referred to frequently and copies of amendments file1 
Attached is a copy of 34 CFR Part 75.734 which states five years after completion of 
activity. 

2. nPpoOea D~position INtructions This agency recommends that the file series be cutaff at the end of each: 
0 Calendar Year; Fiscal Year; 0 Other then, 

C4 Hold in the current files area monthls) 1 year(s);then 
0 Transfer to local holding area; hold 
I3 Transfer to State Records Center; hold L y e a r l s ) ;  then 

0 Tranrfer to State Archives for permanent retention. 
U Other I$pecifvl 

* Files may need to be reviewed to pull out certain contracts that may have a contract 
period of more than one year and/or contracts which have been amended to lengthen the 
contract period, which would alter the t-ecord retention period. 

vearls); then 

* 13a Destroy. 

._ . . I. 

These instructions apply to a l l  prior and future accumulations of the series. 

lewmmendations in para- 
raph 12 are approved. State AuditwRksignee 2-16 -98 
'f dirspprovad, a m d ,  lemr 
f CXPlanatiLm.) Seaetay of S t a t e h i g m  

. 



INSTRUCTIONS See Publication No. 76-RM-! for instructions on completing th is  form! Forward signed original to 
Department of Archives and History, Reaords Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling !Section. 

FOR RECORDS MANAGEMENT USE FOR AGENCY USE 1. Agency Address 
Georgia Oeparbnent o f  Educa’tion 
Grants Management Sect ion 
115 S ta te  O f f i c e  B u i l d i n g  S e n i C e s ’ k ; v -  

At lan ta ,  Georgia 30334 

Application Number 

Sl- 386 
4 1981 I 

f f k e  oF~.&Li,. 
SeNiCps F,se=, 

Lbte Received Date Completed 

- A u G  i 7 1981 

T Appliwtion Date 

i Appliwtion Number 

2. Rrron to bntacl Working Title Telephone Number 

Donald L. Moore Senior Grants Admin is t ra to r  656- 244 1 

a. 8: Establish Retention schedule; record will mntinue to accumulate. 
b. 0 Dispose of present aaumubtion; no further accumulation anticipated. 
c. 0 Amend ADplication No. Checkone: 0 Change; 0 Supercede; 0 Void 

3. Action Requested 

4. Dates of * i e s  
Earliest . Latest 

5. RcoDrds S.ri Ti lfollwed by tide us?d in office; if different) 

Management Contracts F i l e s  -- 
function of the Division and the Office in which t h i s  record series is  created, 

The Grants Management Sect ion was au thor ized  i n  March 1981 as a sec t i on  
.~ w i t h i n  the  F isca l  Services D i v i s i o n  to perform t h i s  func t i on :  t o  review 
.~ and approve.cer ta in  con t rac ts  issued i n  the  name o f  the S t a t e  Board o f  

Education. These con t rac ts  inc lude simple con t rac ts  and cons t ruc t i on  cont rac ts .  

7. Record Sariis Description This file contains the following documents lincludp form numbers and titles. if any): 
Attach Lamplei of the file. 

Documenurelatingto’ approving payments on c a p i t a l  o u t l a y  p r o j e c t s  funded by s t a t e  and federa l  
governments. 

Indudedare: Documents from a rch i tec ts ,  engineers, b u i l d i n g  t rades cont rac tors  and sub- 
con t rac to rs  i nc lud ing  r e l a t e d  payment , documents, con t rac ts ,  progress repor ts ,  
and o the r  documents. 

FileirarrangedChronologically by f i s c a l  year; thereunder a lphabe t i ca l l y ,  by school systems, 
i nc lud ing  S ta te  Schools; thereunder by hame& of archi tec‘ ts and engineers. \ 

8. Monthly Referenca W e  How often are records referred to which are: \ 
One to six months ow 40 ; Seven to twelve months old 40 ; Thirteen to twenty-four months old 40 ; 

twenty-five months and older A? 

Letter-rize drawers ; Legal4ze drawers 2f ;shelves :Other lrpecirvl 
9. Anma! Ran? of Accumulation of R.aDrds 

- AR--50-71. RN. 76 low) 



. ,. 

a. State& years. d. Audit period 
b. Statute of limitation 6 years. 

e. Federalbw 5 y e a r s .  f. Federal retention instructions 

Attach copy or exam of laws M regulations. Explain edministrative need. 

e. Administrative need 

I _. 

. .  .~ . . .  . .  . . .  

12. Approved Dimsition Instructions - This agency recommends that the file cries be cut off at  the end of each: f i scal  year 
~. ~ . .~ 0 Calendaryear; Fiscal Year: U other a f t e r  Dro iec t  COmDletionthen, 

mon th (s )d  fiu;a bear ;then I3 Hold in the current files area 
0 Transfer to local holding area; hold 
I3 Transfer to State Records Center; hold &year(s); then 
lit Destroy. 
0 Transfer to State Archives for prmanent retention. 
0 Other B p c i f y )  

year(st: then 

: 


